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-- - - -. -~- ---- --- ------------_. -~ -- - -"'---
Introduction

In October of 201 5, the City of Shreveport Internal Audit Office received an anonymous
fraud hotline allegation that an employee was inappropriately using their assigned City­
owned, take-home vehicle. Throughout the course of our investigation, we identified three
significant risks to the City of Shreveport created by the improper use of take-home
vehicles:

1. Potential for claims to be filed against the City by unauthorized passengers.
2. Inappropriate use of taxpayers' dollars (whether real or perceived).
3. Employees treating take-home vehicle assignment as an employment perk.

This report provides the results of our limited scope
performance audit of the City's take-home vehicles to
determine if adequate controls and policies and
procedures are in place to mitigate these risks.

The CAO requested current lists of take-home
vehicles from the various City Departments, along
with the rationale for each take-home vehicle's status.
He furnished these lists to Internal Audit , and they
became the benchmark against which reporting
compliance was measured.

As ofDecember 31,2015 the City

had 184 take-home vehicles in

operation, excluding marked Fire,

Police, and City Marshal vehicles.

Vehicle assignments are

determined by the respective

Department heads and approved

by the ChiefAdministrative Officer.

The objective of this limited scope performance audit is to determine the following:

~ Are take-home vehicles being used in accordance with City guidelines?
~ Are there adequate controls in place to ensure the policies and procedures are

followed?
~ Are the de minimis and excess mileage values being reported to payroll, taxed

appropriately and reimbursed to the City as required, and reported to IRS as
required?
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Recommendation Evaluation Risk Criteria '

The chart below summarizes the recommendations outlined in the report and our

evaluation of risk for the recommendations. We evaluated the importance of each audit

recommendation by assigning each a level of risk . The risk levels, as defined in the

chart below, were determined based on the possible results for the entity if the

recommendation is not implemented. This report contains four find ings with nine

recommendations.

Risk Levels

High Risk

Possibility of fraud, waste,
and abuse of City assets;
Interrupted and/or disrupted
operations; Entity's mission
not being met; Adverse
publicity.

Medium Risk

Possibility of continuing,
significant operating in-
efficiencies and high-level
non-compliance issues.

Low Risk

Possibility of continuing
operating inefficiencies and
some low-level non­
compliance issues.

Recommendations

~ City Administration and City Council implement policies that are
congruent (Finding: City Ordinance/Administrative Procedure)

~ Every Department should verify, update, and report all take-home
vehicle assignments to the CAD at least annually, providing a
complete listing to payroll section along with CAO-approved
changes. (Finding: City Ordinance/Administrative Procedure)

~ Establish a policy providing specific guidance on unofficial
passengers riding in City vehicles. (Finding: City
Ordinance/Administrative Procedure)

~ The City's payroll section develops reporting cycles and
communicates to other City Departments the manner and
frequency in which car usage reporting is to occur. Non-compliant
employees should not be allowed to continue to use city-owned
vehicles. (Finding: Compliance with IRS Regulations)

~ The value of personal use is calculated and included as a taxable
benefit ($1 .50 each one-way commute) to all applicable
ernplovees.If'Indlnq: Compliance with IRS Regulations)

~ Document approved exceptions to any policy with appropriate
Departmental and Administrative signatures. (Finding: City
Ordinance/Administrative Procedure)

~ Charge the mileage rate for excess miles beyond the five mile
limit specified in Administrative Procedure 1-24 and document in
writing any case of the CAD's waiver of this charge. (Finding :
City Ordinance/Administrative Procedure)

~ Equip all City vehicles with GPS tracking. (Finding: GPS
Monitoring)

~ Each employee assigned a City Vehicle should be provided with
his or her own PIN number. (Finding: Fuel Card PINs)

None
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Appendix I: Take Home Vehicle Approval and Usage Reporting
Functions

Mayor

Chief Administrative Officer (CAO)
Receives and approves Take-home requests
and status updates as changes occur - sets
policy and provides oversight over process
Develops and maintains Master Control List

Finance Department Department Heads
Establishes appropriate controls Develop criteria for take-home

over the processing of Take-home vehicles and send requests for

Drivers' monthly usage reports approval to the CAO - Maintain
Provides management oversight of Control List of approved Take-home
the de minimis usage processing drivers - Educate drivers on

and reporting - provides exception reporting responsibilities and

and other reports to CAO provide oversight of reporting

Payroll Section - Accounting
Take-home Drivers

Maintain vehicle logs of commuting
Adopts controls provided for usage - prepare monthly reports of

processing and reporting Take-home
drivers de minimis usage - Receives

de minimis (commuting) usage and
submit to Department head for

and processes drivers' monthly approval/forwarding to Payroll
approved reports from Department

heads - Provides exception and
other summary reports to

Department Heads and Finance -
Prepares annual W-2 (wage) reports
and others as necessary to the IRS

and other taxlnn authorities.

IRS and Louisiana Department of Revenue
Receive and process W-2 Forms
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